&0 Bonfire

Alternate Option Submissions

Overview & Highlights

Important Notes to keep in mind:

Not all Buyers will accept Alternate Submissions for their Project
You can prepare multiple submissions at the same time, however, a Primary Proposal MUST
be submitted and finalized before you can submit an Alternate Submission

e Always double check “Important Events” dates/time, the “Project Description” and any
posted “Public Notices” when preparing an Alternate Submission

e Review, download and fill out all “Supporting Documentation” and “Requested Information”
well in advance

e We strongly recommend that you give yourself sufficient time and at least ONE (1) day
before Closing Time to begin the uploading process and to finalize your submission

Quick Resources

Video Walkthrough
Detailed training: Check out our full training video on Alternate Options.
Quick Video: Check out our high-level overview video, which contains a walkthrough of the Vendor Registration

and Submission process

Bonfire Resources/Articles:

e Howdolprepar n mission?

e Howdoldel n altern mission?

e How do | remove an alternate proposal from my Work-In-Progress submissions?
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https://attendee.gotowebinar.com/recording/5478207148725268481
https://support.gobonfire.com/hc/en-us/articles/203903356-Vendor-Registration-and-Submission-
https://support.gobonfire.com/hc/en-us/articles/203903356-Vendor-Registration-and-Submission-
https://support.gobonfire.com/hc/en-us/articles/205607578-How-do-I-prepare-a-second-submission-
https://support.gobonfire.com/hc/en-us/articles/115014585828-How-do-I-delete-an-alternate-submission-
https://support.gobonfire.com/hc/en-us/articles/360012940174-How-do-I-remove-an-alternate-proposal-from-my-Work-In-Progress-Submissions-
http://www.gobonfire.com/training

Submitting an Alternate Option

Are Alternate Options Enabled?

Prepare an Additional Submission
Q Check your Submission Receipt

To prepare an additional submission, return the the Portal Listing page.

Return to Portal Listing = 4—

If there is a Prepare an Additional Submission notice,

clicking Return to Portal will allow you to prepare an

Alternate Option.

DEMO

Instructi for Suppliers

Piease follow these instructions to submit via our Public Portal.

1. Prepare your submission materials:

- Requested Information
. . . N Name Type #Files Requirement /
O Check the Submission Instructions it [fpbising e ey tne

These instructions will outline which pieces of — inaiiuan omas i

Pricing Sheet File Type: PDF (.pdf) | Multiple Required
Requested Information require a new file upload for Souccators | P Tpe:POF (500 | it |Fentet

Completed Forms File Type: PDF (.pdf) Multiple Required
every Alternate Submission, as well as the maximum Requested Documents:

Please note the type and number of files allowed. The maximum upioad file size is 1000 MB.
number of Alternate Submissions allowed. Pt d ot s ary cocamars iy soadd e, sy i

Alternate Options:

This project allows you 1o submit up 1o 3 altenate options. If you elect to submit an alternate
ion you will be asked to only submit the Requested Information that is designated as
‘Unique per Alternate’

2. Upload your submission at:

il Submission

Submitting an Alternate Option

Prepare
Q Submit your Initial Proposal Prepare Your Submission
. . ! éNthﬂr?Hr'
Navigate to the opportunity and complete your | Eraoare a: | aepuck ovarviowof e
. . ) ‘ Vendor Inc . I submission process.
submission as you normally would. For more help with | : | =

this process, see our Creating & Uploading a Submission jl e tel ] u

article.

W Submission

Q Start your Alternate Proposal P | S

The Submissions section at the bottom of the Project . o
Prepare an Additional Submission

Details page will now allow you to begin a second

| New to Bonfire? Here's
| aquick overview of the

proposal. | submission process

| = Vendor Inc. - Alternate # 1 * |

TR A
————
I Prepare an Additional Submission I n =

Prepare as:
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https://support.gobonfire.com/hc/en-us/articles/360011034814
https://support.gobonfire.com/hc/en-us

O Requested Information

On the Project Details page, Special Instructions will indicate that this is your Alternate Submission and

you will only have to re-submit files for the Requested Information slots tagged "Unique Per Alternate’, as

the other files are considered common (i.e., only need to be submitted once) and you are requested to

upload them with your Primary Submission.

Special Instructions

Step 1: Provide Submission Information

1000 MB.
Click Edit to enter a data or text answer.

Testing Document

(2 uniguE PER ALTERNATE | File Type: PDF (.pdf) # Files: Multipie

You're currently working on an Alternate Submission. As such, you may only upload for the slots labelled: (%) UNIQUE PER ALTERNATE

Click Upload File to add a requested document. Please note the type and number of files allowed for each requested document. The maximum file size accepted is

Upload File...

(1 Submission Check

Once you have added the Unique Per Alternate information, do a final check that you have all of your

information filled out and files uploaded (green validation circles).

(d Submit & Finalize

Check off "l understand that | can't change
any of the submission details or documents

once the project closes." box and click on

Step 3: Submit & Finalize

| understand that | can't change any of the submission details or documents once the project closes

SUBMIT & FINALIZE MY SUBMISSION 4—

the “Submit & Finalize My Submission”

button

[d CONGRATULATIONS on completing your Submission! You will now be directed to the Submission Receipt

Deleting an Alternate Option

O Deleting a Finalized & Submitted Alternate

Submission
In the Submissions tab of your portal, navigate
to Completed and from the Actions drop down

of the Alternate Submission, click View.
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Portal | Submissions I

Your Submissions
Katelyn Shantz

Work-in-Progress | Completed | Missed

Rel.# 4 Project
ALT-001 Alternate Option Project
ALT-001 Alternate Option Project

CHOJ-091 Office Furniture.

Department

Purchasing

Vendor Inc,

Yendoring Atemate# 1

Due Date
Apr 121h 2021, 1000 AM EDT

Apr 121h 2021, 1000 AM EDT

cloud
DEMO

GoBonfire.com



https://support.gobonfire.com/hc/en-us

0 At the bottom of the Submission Receipt, click the

. . .. Need to Revise Your Submission?
link to Unsubmit your Submission. Work-In-Progress

IClich here to bmit your !ND[E that only that have been finalized and submitted will be considered.

submissions cannot be deleted, but are not received

by Project Owners.

NOTE: You may only un-submit a submission so long as the project is still "Open" and the Project Closing

date has not yet passed.

Post Submission Resources

e Canlrevise my submission?
e How do | find my submission confirmation?

e Finding Award Information
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https://support.gobonfire.com/hc/en-us/articles/200531216
https://support.gobonfire.com/hc/en-us/articles/115015623587-How-do-I-find-my-submission-confirmation-
https://support.gobonfire.com/hc/en-us/sections/1500000774562-Finding-Award-Information
https://support.gobonfire.com/hc/en-us

